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Customer Friendly Simplified Process

What's New in MTO?
* Functions of Manage Business Account User Role

Learning Series 4 edition on the Functions of Manage Business Account.

Before continuing, please spend a few minutes becoming familiar with the images used in this Learning Series:

Image Purpose

To indicate a change in process or functionally that is
expected to significantly increase the user
experience

To indicate a reminder or a relevant note within a
text

To indicate a quick tip or faster way of completing an
action

To number steps on screenshots

] To highlight any part of the screenshot, such as a
button

To draw attention to a relevant section of

information/text (not a button)




Manage Business Account Information:

Manage Business Account Information  — full manage rights that includes Registration functions and File and
Pay SUW return functions. This role allows a user to add and update registration information along with the
ability to file, pay, amend, view and print previously filed return. With the manage business account user role,
the user has the ability to navigate through the Manage Business menu, the File and Pay SUW menu, the Other
Payment Options menu, and the Letters and Licenses menu.

» Within the Manage Business menu, you can complete the following transactions:
1. Change taxpayer data (business name, phone number, number of locations, and tax year end)
Add and update business addresses (legal, physical, location, and mailing)
Add and update representatives (payroll service provider and power of attorney)
Add and update owners, officers, or partners
Add and update tax types
Submit an EFT application for MBT, CIT, and FTW taxes
View delegates
Discontinue the business
Track registration updates
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Business Information Available Actions
Legal Address Mext Return Filing Due Date > Fileand Pay SUW
7285 Parsons Dr June 20,2015 A

Dimondale, M1 48821-5004 L GO g

¥ Manage Business

FEIN Last SUW Payment
2103354 Paid $301.94 on December 21, 2015

Taxpayer Data
Access Rights Last Return Filed Addresses
Manage Business Sales Tax, Use Tax, Withholding Tax

[December 23, 2015) Representatives

Owners, Officers & Partners
Registered Tax Types

Flow Through Withholding Tax, Sales Tax, Use Tax, Withholding Tax Tax Types
EFT Application
Manage Delegates

Discontinue Business

Track Updates

» Letters and Licenses
v

Taxpayer Data:

This page allows a user to update taxpayer data such as the business name, business ownership type,
business code (NAICS), business phone number, number of locations and tax year end.



Michigan Treasury Online
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Taxpayer Data

IT you choose to make CHENZes to your taxpayer data, your changes are not saved Untll you dick the "SubDmits Dutton

Some changes you Make require approval of the Micrigan Deparoment of Treasury before your record Is updsated |

Basic Business Details
* Rngusred

* Company Mame or Owner's Full Name
A BUNCH OF GRAPES WINERY

DBEA or Assumed Name

r Assumen Mame

* Primary identfication Number
27 03354

S5T Number €
{S5T NUmMDer Does NOT EXIST)

ME MeumiDer(s)
(FE Mumber Does not Existy

* Business Cwmersnip Type

10 - Individual Owner
* Business Code (NAaICS) | Find Code
312130

* Business Phone Mumber and Extension

S17 555 1212 |=) B
rMumber-of Michigan Locations

OO00T

seasonal Filer

Cneck this Dox If you are a seasonal filer.

Tax vear End

December v

Availlable Actions

Hepresentatives

owners, officers & Part

Tax Types
£FT Appiscation
mznage Delegates
DEsconTnue SUSMess

Track Upaates

Addresses:

This page allows a user to view, edit, update and delete addresses relating to the business including legal

address, mailing address, physical address, and location(s) address.
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Addresses

You have the ability to view, edit. update, and delete addresses related o your account

If you choose 1o make Changes o your Epayer data, your Changes ane not saved until youo dick St

Some changes you make regulre approval of the Michigan Deparoment of Treasury before your record is updated |

Legal Address

The Michigan Deparamnent of Treasury will send official notces and communication o s
address. it s important that the legal address remain current to assure tmely receipt of
cornmunication.

An addresswith a PL.O. Box must Include a sirest address.

Avallable Actions

w hanage Busines:

TExpaysr OETa

Legai Address
7285 Parsons Dr
Dimondgale, Mi 48821-5004

Other

Your address(es) are lIsted nere. This section does Nnot contaln the business® legal address.

= ADD ADDRESS

ria

vidbe Al 4582 1-5008

ETE
Ehysical TEZBS. Dimondale. Wi 88821 e

AOAresses
AEpresentatves
Owners, Officers & Parmers

T=x Types

T Appiscstion

Sge Delegates
DEConmnge Business.

Track Upostes




Representatives:

This page allows a user to designate and edit/update designhated representatives (including payroll service
provider and power of attorney) who can discuss tax matters with the Department of Treasury on behalf of the
business.
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Taxpayer Representatives

The Michigan Department of Treasury cannot disclose taxpayer Infermaticn without authorization from the taxpayer. This
page allows you to designate those Individuals who can discuss your tax matters with the Depariment of Treasury.

If you choose to make changes to your taxpayer representatives, your changes are not saved umtll you dick "Submit”.

| Some changes you make reguire approval of the Michigan Department of Treasury before your record Is updated. ‘

Representative List Avallable Actlons

=j= ADD REPRESENTATIVE w Manage Business

Tampayer Data

Aodresses

Sue's Payroll Company Payroll Service Provider (PSP) ELaT

I Representatives I

Owners. Officers & Partners
m Tax Types

EFT Appiication

Manage Delegates
Discontnue Business

Track Updates

» Letters and Licenses

Owners, Officers & Partners:

This page allows the user to add, delete and edit an owner, officer or partner of the business.
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Owners, Officers & Partners
¥OU Nave The aniity to add, deiete and Make CNanges 1o an owner. officer. or partner

If you choose to make changes o the owners, officers, & partners. your changes sre not saved ntll you cick "Subme.

| SOMme changes you make requirs approval of the MIChiZan DEpartment 6f Treasury Defore your record |s updated

Owners., Officers. & Pariners List Avwvailable Actions
= ADD OWNER, OFFICER. OR PARTNER ~ Manage Business

Anay Grapes owner

s=preserratives

I Owners. Officers & Partners I
o
= EFT Application

Menage Delegates

Discantinue Business

Track Updstes

» Letters and Licenses
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Tax Types:
This page allows a user to add a new tax type and discontinue an existing tax type.
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Tax Types
¥ou nave the apility to add a new tax type and discontinue an existing tax ype.

If you choose to make changes to tax types, your changes are not saved until you click "Submit”.

| Some changes you make require approval of the Michigan Department of Treasury before your record Is updated.

Tax Types List Avallable Actlons

January 1, 2015

January 1. 2015

Payrall and Pension WItnholding Tax January 1, 2015

Track Upaates

» Letters and Licenses

*Michigan.gov

Electronic Funds Transfer (EFT) Debit Application:

This page allows a user to electronically complete an application for Electronic Funds Transfer (EFT) Debit.
There is also a link to the paper Credit EFT application. Both of these applications are for MBT, CIT and FTW
taxes.

Michigan Treasury Online
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Electronic Funds Transfer (EFT) Debit Application
The credit EFT process Is avallable for Michlgan Business Tax, Corporate Income Tax, and Flow Through Withholding only. IF
you wish to register to pay by CREDIT EFT method for these taxes, click here to go to the Credit EFT paper form

Tax Types List Avallable Actions

~ maanage Business
T Type BT Dene

» Letrers and Licenses

MTO HOME | COMTACT US | POL

TS Michigan.gov




Manage Delegates:

This page allows a user to view all users who have established a relationship with the business.

Michigan Treasury Online
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Manage Delegates
Below Is a list of the delegates for A BUNCH OF GRAPES WINERY.

Availlable Actions

Jenna Blu s Manage Business

Manage Business ~ Manage Bus

e Biu s

yer Data

Agaresses
Representatives
Owners. Officars & Partners

Tax Types

Appiication

Manags Delegates

Sconunue Business

Track Updates

» Letters and Licenses

Discontinue Business:

This page allows a user to discontinue the business electronically.

" Michigan.cov
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Discontinue Business

You have the abillty to discontinue a business. This mIght be a complete termination of the business operation. & sale of the
Disiness to a third party, or & combination of e two

f e Taxpayer will Continus Some Dusin
link to discontinue those specific taxes.

< operanions buTwil 10 I0nEsr D= lIable for Cartain Taxes, Uss the Tax Types" ‘

| Some changes you make require sppraval of the Michigan Department of Treasury nefore your record 15 updated |

Discontinue Information Awvallable Actions
* Date to Discontinue Business and All Taxes

yer Data

Contact Address After Discontinuance or Sale Aspresenmtatives

Owmers- Officers B Partners

* street Address Line 1

Street Address Line 2

* Country ack Updates
= » Lemers and

* oy

* state

* Zip

* are you selling your business?

- Sefect - ~f



Track Updates:

This page displays the changes made within the manage business menu after March 1, 2014. A user can view
the confirmation number, date submitted, status and PDF displaying the change made.

Michigan Treasury Online
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Track Updates

Tris table tracks changes you nave suomitted after Marcn 1. 2014 The Informaton below
Includes the confirmation number you recelved with each submission, as weil as the status
of any reviews related To cRanges you Nave made

‘Confirmanion = Date Sutmtt=a cnanner Beview St View POF ~ Manage Business

Avallable Actions

200000001681 December 22, 2 mTo -
axpayer Data

200000001045 Decemper 21 mTo e
200000001043 Decemper 21 mTo

R=presentatvas
200000000818 Decemper 21 mTo =

Cwnars. Officars & Partnars
200000000817 Decemper21. 2 Registration - MTO Penaing C= e

Tax Types
200000000814 Decemper 21 Registration : MTO Processad [ e ]

- =FT Appiication

200000000913 Decemper 21 mTo =
200000000912 December 21 Registration : MTO Processad [T | SR e
200000000811 Decemper 21 2 Registration : MTO Processad [ | O
200000000810 Decemper 21 2 mTo = Track updates
20000000! o Decemper 21 Registrauon : MTO Processed T

» Letters and Licenses
200000000899 Decemper 21 Registration : MTO Processad [ |
200000000858 December 21 mTo
200000000895 Decemper 21 Registrauon : MTO Processed T
200000000884 December 21 Reglstration : MTO Frocessed T
200000000853 December 21 mTo =
200000000882 Decemper 21 Registrauon : MTO Processed T
200000000881 December 21 mTo =
200000000880 December 21 mTo =
20000000087S December 15, Registration : MTO Fending [ ]
200000000877 December 15, mTo =
200c000008TS December 19 mTo
200000000857 December 15, mTo
20000000085S December 19, mTo

*Michigan.gov

1
& Note: Any changes made to information within the Ma nage Business menu are not saved until the

Submit button has been selected.

» Within the File and Pay SUW menu, you can complete the following transactions:
1. File and Pay a SUW Tax Return
2. Amend and Pay Processed SUW Tax Returns
3. View and Print Filed Returns

HeLP cenTER | CONTACT US
/Michigan.gov
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Business Information Available Actions

-
Legal Address Next Return Filing Due Date File and Pay SUW

7285 Parsons Dr June 20, 2015 A

File and Pay a Tax Return
Dimondale, Ml 48821-5004

Amend and Pay Processed

FEIN Last SUW Payment Returns
2103354 Paid $301.94 on December 21, 2015 A e
Access Rights Last Return Filed

Other Pay Options
Manage Business Sales Tax, Use Tax, Withholding Tax > LS

(December 23, 2015)
P Manage Business
Registered Tax Types

Flow Through Withholding Tax, Sales Tax, Use Tax, Withnolding Tax » Lemers and Licenses

T US | POLICIES

ichigan.gov




File and Pay a Tax Return:

The returns that are required to be filed by the business are displayed on the File and Pay a Tax Return page.
The “Additional Returns” button is also available on this page. This function allows a user to file an additional
monthly/quarterly or annual return, if needed.

Michigan Treasury Online
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File and Pay a Tax Return

The returns that are required to be filed by this business are displayed here. Only one tax return for each registered sales, use
& withholding tax type is required based on the businesses filing frequency.

You may make multiple payments within the filing period by using the "Other Pay Options” menu

Required Tax Returns Available Actions

w File and Pay SUW
I Flle and Pay a Tax Return I

Monthly - May 2015 06/20/2015 &

FILE RETURN

e rerurn |
suwW Monthiy - June 201 07/20/2015 & Amend and Pay Processed
Rewurns
suw Monthiy - July 2015 08/20/2015 &
View and Print Filed Returns
suUwW Manthly - Aug 2015 05/20/2015 &
SUW Monthily - Sep 2015 10/20/2015 "
akie S & j » Other Pay Options
suw Monthly - Oct 2015 11/20/2015 &
u Accelerated Sales and Use - Nov 2015 12/20/2015 &
SUW Monthly - Feb 2016 03/20/2016 @
uw Maonthly - March 2016 04/20/2016
SUW Monthiy - April 2016 05/20/2016
SUW Manthiy - May 2016 06/20/2016
SUW Monthiy - Juna 2016 07/20/2016 FILE RETURN
SuUwW Monthly - july 2016 0B/20/2016
SUW Monthly - Aug 2016 09/20/2016
Suw Monthiv - Sep 2016 10/20/2016 £l ELLR

Amend and Pay Processed Return

Displayed on this page are previously filed and processed sales, use and withholding tax returns. This page
allows the user the ability to view, amend, or make a payment on these returns displayed. The “Additional
Amended Returns” button is also available on this page. This function allows a user to file an additional
monthly/quarterly or annual return, if needed.

o
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Amend and Pay Processed Returns

Displayed are the sales, use, & withholding (SUW) tax returns processed for tax year 2015 and forward for this business. You
have the ability to view, amend, or make a payment on the processed returns displayed.

Returns and Amendme Available Actions

Monthly Filings Past 6 Months El w File and Pay SUW

Date Received File and Pay a Tax Return
SUwW Monthly - Jan 2015 December 18, 2015 Amend and Pay Processed
suwW Monthly - Feb 2015 December 21, 2015 Returns
SuUwW Monthly - March 2015 December 23, 2015 Vigw and Print Flled Returns
suwW Monthly - April 2015 December 23, 2015
SuUwW Monthly - Dec 2015 December 21, 2015
SW Monthly - Nov 2015 December 23, 2015
sSuwW Monthly - Jan 2016 December 22, 2015
5 Menthly - March 2016 December 23, 2015

Additional Amended Returns



View and Print Filed Returns

Returns that have been filed for the business for sales, use and withholding are displayed on this page. The
user can view and print these submitted returns.

HELP CENTER CONTACT US
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View and Print Filed Returns

Displayed are the returns that have been filed by this business for sales, use & withholding (SUW) for tax year 2015 and
forward. From here you may view and print submitted returns.

If you are filing at the 4% rate, the printed form currently only shows the 6% rate information. For printed copies of both the
4% and 6% information, we suggest you make screen prints of the form in the "view" mode. A future enhancement is planned
to allow the printing of both the 4% and 6% information together.

Returns Filed Available Actions
Monthly Filings B Past 6 Months B
Period Date Received File and Pay a Tax Return
SuUwW Maonthly - Jan 2015 December 18, 2015 Amend and Pay Processed
suw Monthly - Jan 2015 December 18, 2015 2D
suw Monthly - Feb 2015 December 21, 2015 A et AR i i
suw Monthly - Feb 2015 December 21, 2015 } Other Pay Options
SUwW Monthly - March 2015 December 23, 2015
suw Maonthly - April 2015 December 23, 2015
suw Maonthly - May 2015 December 23, 2015
S Manthly - May 2015 December 23, 2015
SUW Monthly - Dec 2015 December 21, 2015
suw Monthly - Dec 2015 December 21, 2015 v
* Within the Other Pay Options menu, you can complete the following transactions:
1. Make a Payment
2. Manage Payments
3. Payment history
L-;?;Z\Mlchiqan gov HELF CENTER | CONTACT US ”~
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Business Information Available Actions

» File and Pay SUW
Legal Address Next Return Filing Due Date Y

7285 Parsons Dr July 20, 2015 A

Dimondale, Mi 48821-5004 v Other Pay Options

Make a Payment

FEIN Last SUW Payment
2103354 Paid $301.94 on December 21, 2015 Manage Payments
Access Rights Last Return Filed EEmETL o,
Manage Business Sales Tax, Use Tax, Withholding Tax

(December 23, 2015) » Manage Business

s a3lypes

Flow Through Withholding Tax, Sales Tax, Use Tax, Withholding Tax

€T Us |PoLic

B Michigan.gov




Make a Payment

This page allows a user to make an additional electronic payment by having the user input the payment
amount by tax type and selecting the tax period the payment should apply to. Additionally, there is functionality
on the page that allows the user to print a payment voucher to pay by check.

-f ' Michigan.cov mesr centes, | cownncrus | eomu- | A
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Make a Payment

Electronic Payment Avallable Actions

» Flle and Pay SUW

~ Other Pay Options

Select the "Pay Now" button to make an additional payment.

Accelerated Filers

Select the "Pay Now™ button to make your prepayment. Wnen you file your reconciliation
payment, you must file the return reporting the total amount due for the period Incduding
the amount you pald earller.

BAY NOW

Payment Voucher

If you choose to not pay enline, click the "Voucher" button here. You will print a pre-identified
voucher for the period to send In with your paper check.

Paying electronically ensures your payment is recelved by the due date. If you opt to pay
oniine. do NGt print or mall the voucner

Tax Type Penoa Date Received

If the filing pertod you would like to pay by cneck Is not displayed nere, use the printable 2015
sales, Use and Withnolding Payment voucher (Form 5094) - Complete the form, with your
BUSINESS NaMe, SCCOUNE NUMBEN, return periad, and tax(es) you are paying. and send witn
payment to the address provided.

oM ichigan.gov

Manage Payments:

This directs the user directly to the payment center site. The user has the ability to manage their account, view
and manage pending payments, and to view EFT payment history.

Leaving Michigan Treasury Online

Warning

If you continue, you will be being transferred to our
payment center, powered by |.P. Morgan Chase.

You must select "Continue" within 1 minute or you will

time out and will not be routed to the payment center.
Once this happens, you will have to select "Cancel” and

CONTINUE

re-enter your payment information




neeey THIS IS A TEST SITE

Powered by 1A, M Transactions will NOT be m-

Privacy Helo

CHASE O Managé Accounts Add, Edic and Deletz your accounts.

Pending Payments View, Edit zng Deletz your pending payments.

Payment Histary View your payment history.

Ralmaws 13 7O6S € 2002 - 2015 IPMaorgen Chase Bank, N.A. Srowssr Seguirsments

Payment History:

All sales, use and withholding payments (both check and EFT) received for the business are displayed on this
screen.

Py
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Payment History

Displayed below are the payments received for tax years 2015 Sales, Use and Withholding Taxes only. Tax year payments for
prior tax years are not available at this site. Also, payments made for debts in Collections status are not viewable on this site.

Payments Available Actions

| a 5|
All Payments [~ Past 6 Months =] » File and Pay SUW
W Other Pay Options
Payment Method Date Received Amount

ACH debit December 18, 2015 $1,806,002.00 Make a Payment

ACH debit December 18, 2015 $6,392.00 Manage Payments

ACH debit December 18, 2015 $10,000.00 I Payment History I
ACH debit December 18, 2015 $107,000.00

ACH debit December 18, 2015 $300.00

ACH debit December 21, 2015 $200.34

ACH debit December 21, 2015 $2.60




Letters and Licenses

Within the Letters and Licenses menu, you will be able to view correspondence from the Michigan Department
of Treasury along with a copy of the businesses sales tax license.
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Correspondence

You have the ability to view outgoing business correspondence (including sales tax licenses) issued from the Michigan
Business Tax Division. If you have questions on any correspondence not listed on this page, contact Michigan Department of
Treasury at 517-636-6925

Correspondence List Available Actions

» Manage Business
ype Date Sent View

MTO Manage Business Access Letter December 18, 2015 VIEW PDF w Letters and Licenses
TBOR December 19, 2015 [ wviEw poF |
Letters
General Message letter Correspondence December 19, 2015 VIEW PDF
Licenses
General Message letter Correspondence December 19, 2015 [ wviEw poF |
General Message letter Correspondence December 19, 2015 VIEW PDF
MTO Manage Business Access Letter December 19, 2015 | wviEw poF |
MTO Manage Business Access Letter December 19, 2015
MTO Manage Business Access Letter December 19, 2015
General Message letter Correspondence December 19, 2015
General Message letter Correspondence December 21, 2015
General Message letter Correspondence December 21, 2015
General Message letter Correspondence December 21, 2015
General Message letter Correspondence December 21, 2015
General Message letter Correspondence December 21, 2015
General Message letter Correspondence December 21, 2015
General Message letter Correspondence December 21, 2015 VIEW PDF N




VA Contact Us

If you have additional questions that were not answered using this Learning Series, please call the Michigan
Department of Treasury at 517-636-6925.

The MTO Business website is currently being revised to include updated information on MTO and the changes
to SUW that will begin in January. The website can be accessed here: www.michigan.gov/mtobusiness.




